
Hermann Park Conservancy
JOB DESCRIPTION
	Job Title:

	Volunteer and Education Coordinator

	Department:

	Hermann Park Conservancy Maintenance and Operations

	Work Location:
	Houston

	Full-time/Part-time:
	FTE

	Effective Date:

	ASAP


Primary Focus:

The Hermann Park Conservancy is a non-profit citizens’ organization dedicated to the stewardship and improvement of Hermann Park.  To accomplish this mission, HPC’s energy depends, not only on its staff and board members, but on the contributions of its varied volunteers.  The Volunteer and Education Coordinator is responsible for the nourishment and expansion of the HPC volunteer program, development of a Park docent program,  and the enhancement of the Conservation Posse summer teen environmental program, in order to achieve HPC’s goals of stewardship, conservation and education in Houston’s historic Hermann Park.
The Volunteer and Education Coordinator is responsible for sustaining the health of the HPC Volunteer programs.  The HPC Volunteer programs include Special Event Volunteers, Group Volunteers, Individual Volunteer, Eagle Scout, Job Shadow, and Corporate Volunteer programs, as well as the Conservation Posse summer teen environmental program, and the Alabama Coushatta Training program in Hermann Park.  The Volunteer and Education Coordinator will also be responsible for the development of a docent program to include naturalist tours throughout the park.
Accountabilities:
In addition to sustaining the health of HPC Volunteer Programs, the Coordinator is responsible for creating in partnership with the Houston Parks and Recreation Department (HPARD) regularly scheduled volunteer projects (with the approval of the HPARD and/or City of Houston’s Public Works, Miller Outdoor Theatre, HPARD Paint & Construction, etc…) and organizing the logistics of each.  
The Coordinator is responsible for developing recruitment strategies to staff each volunteer opportunity.  This is done through various community outreach methods, including though not limited to, site visits to various naturalist, “green”, political, civic, corporate, cultural, school and religious organizations, agencies and institutions.   

The Coordinator facilitates/works with the volunteer projects and outdoor education activities, messaging the mission and role of the Hermann Park Conservancy to improve Hermann Park, with the goal of creating future stewards of our urban and natural environment.   The Coordinator is responsible for representing and promoting HPC in a variety of Community Outreach speaking engagements.

The Coordinator is responsible for implementing a number of volunteer retention techniques i.e. continuing horticulture training programs, volunteer acknowledgement events, etc.

The Coordinator is responsible for logistical planning, preparation and implementation of “day-of” volunteer project and event facilitation, including special event volunteer recruitment and training.

The Coordinator is responsible for maintaining a database of volunteers, as well as docent and  education program participants, writing HPC Volunteer Programs newsletter column in HPC organizational newsletter, presenting monthly statistics, posting up-to-date opportunities in media outlets and on various volunteer and environmental websites, assisting with grant writing and preparing reports for various funding organizations.

The Coordinator is responsible for creating and managing the HPC Volunteer and Education programs’ budgets, and for oversight of HPC storage areas and educational materials inventory.

Organizational Dimensions/Scope

The Volunteer and Education Coordinator is responsible for all Conservancy volunteer programs and coordination with the City of Houston Parks Department staff for work related to Conservancy Maintenance and Operations that is handled by the City.

Relationships:

	Direct Reports:



	Volunteers, group and individual
Job Shadowers

Alabama Coushatta interns

Eagle Scouts

Conservation Posse students
Docents

	Indirect Reports:
	Other interns

	Internal Contacts:


	Team environment and will work closely with Executive Director, Finance Manager,  Event planner, Grant writer, Marketing Manager and Conservation Director

	External Contacts:



	City of Houston Parks Department Employees


Skills & Qualifications:
· Computer literacy including database management software (Raisers’ Edge preferred, Excel a must)

· Volunteer recruitment, motivating and management skills
· Excellent verbal and written communication skills

· Interpersonal relationship skills

· Creative problem-solving skills
· Flexibility in scheduling--nights, weekends and holidays will be required (not all)
· Ability to handle multiple priorities
· Ability to work with diverse groups of students, teachers, volunteers and co-workers

· Reliable transportation with a valid driver’s license.    
· Experience in program planning, implementation and promotion
· Recruiting and working with volunteers and students, cultivating partnerships, working with diverse audiences

· Ability to work in an outdoor environment required performing physical tasks   
· Experience or education in naturalist skills, e.g. bird, waterfowl, reptile and insect identification; urban tree, shrub and grasses identification; knowledge of urban wildlife and habitats.

Working Conditions:
	Physical Effort:


	High moderate. Supervising employees that are exerting physical effort in performing their jobs and need for direct involvement.

	Physical Environment:
	Most of the time is spent outdoors in the Park  preparing for and facilitating volunteer projects, with time spent in the office fulfilling administrative duties.

	Mental Stress:
	There is pressure from ensuring volunteers are recruited to fulfill 20,000 hours of volunteer projects annually;  reliability, safety, detailed database control and managing people.  

	Hours:
	Will include weekends.


How to apply: 

Send cover letter, resume, and salary requirements to: 

Barbara Jo Harwell, Conservation Director 
E-mail:  employment@hermannpark.org
Mail:  
Hermann Park Conservancy


6201-A Hermann Park Drive


Houston, TX  77030

Fax:  713.524.5887

www.hermannpark.org
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